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WHAT DOES THE DIRECT 
CERTIFICATION USER DO?

• Access the portal to pull the 4 match reports throughout 
the school year

• Ensure all exact matches are coded correctly in eSchool
and Point of Service system

• Check for students that should receive extended benefits 
based on exact matches

• Check all high probability and low probability students in 
the instant match feature

• Check newly enrolled students into the exact match 
feature



ACCESSING THE PORTAL

Each district may have up to two people with access to the portal.

• Need access to the portal? Not sure who your assigned user is? 

• Visit the CNU webpage for instructions.

Step 1:

GO TO THE CNU WEBSITE: 

https://dese.ade.arkansas.gov/Offices/child-nutrition-unit -

https://dese.ade.arkansas.gov/Offices/child-nutrition-unit


• Step 2:

CLICK TO DIRECT 

CERTIFICATION 

PORTAL TAB 



Click here

Step 3: Click on the Direct Certification Portal Access Instructions 

and follow the steps provided. 



Once security access has been obtained, log in under the 1st link listed on the Direct 

Certification Portal page.

CLICK HERE TO LOG IN



Log in page:



Homepage:



Step 1: Click ‘Reports’ Step 2: Click first 

link



CLICK THE DATE OF THE MATCH NEEDED



USING THE PORTAL

• Click on the 

• Click on Excel and save DC list.

• You can then sort the list into 

• EXACT MATCH

• NO MATCH

• HIGH PROBABILITY MATCH

• LOW PROBABILITY MATCH



WHAT ABOUT HIGH PROBABILITY 
AND LOW PROBABILITY?

• It is the districts responsibility to check the 

HIGH or LOW PROBABILITY MATCHES for 

correct data.  

• After checking for accurate student record 

information – try to do an INSTANT MATCH ON 

THE PORTAL.

• High or Low Probability does not mean that the 

student is directly certified.  It simply means that the 

students should be checked more closely using data 

that is available at the local level.



INSTANT MATCH

STEP 2: 
CLICK

STEP 1: 
CLICK

ENTER IN REQUIRED FIELDS



HIGH/LOW PROBABILITY 
TURNED EXACT MATCH??

• Code your students correctly on the meal status window 

in eSchool.  

• Print the screen that says “ Exact Match” for your source 

documentation.

• Be sure to mark your directly certified students correctly 

on the district’s master roster.



DIRECT CERTIFICATION PORTAL

• The DC Portal provides: 

• Instant match of student

• Students new to the district can be checked for eligibility as soon as they 
are enrolled in eSchool

• Groups of students can be uploaded to determine eligibility

• Access to four statewide matches each school year

• August 

• Mid-September

• Mid-January

• April 1



CHANGES IN DISTRICT

• New schools in the district should be updated with CNU 
before the upload is made.  Send the LEA number, the 
name of the school, the district name, the physical address 
of the school and the telephone number to CNU.  
Information should be provided before the first match 
occurs to avoid any issues.

• New districts must provide the same information to 
CNU.  Information should be provided as soon as it 
becomes available. 

• Student information may be delayed if this is not done in 
advance. 



USDA GUIDELINES

• USDA requires that a school district 

access the portal a minimum of three

times each year. 



INFORMATION PROVIDED

• NO MATCH 

• If students are “no match”, check applications or categorical lists 
to determine a student’s meal eligibility.

• EXACT MATCH 

• If students are “exact match”, then they are coded as “04” in 
eSchool and receive free meals for the entire school year.  Send 
the letter in the portal to the family to determine if other 
students live in the same household.

• If one student in a household has an “exact match”, then the benefit 
is extended to all students in the household.

• Document any student with extended benefits and keep on file:  
Example:  Same parent/guardian listed.



NOTIFICATION

• When the portal has been updated, an email will be sent 

directly to the person who is listed as the Direct 

Certification user. 

• The email will announce that a new match list has been 

uploaded into the portal.  

• Please read the email completely.  Information provided will 

ensure accuracy in student data.



WHAT DO WE DO WITH THE 
INFORMATION?

• The first match is dropped into eSchool. Randomly check students to 
determine if they are correctly coded “04” in the meal status window.

• The three additional matches during the school year must be 
uploaded into eSchool.  District personnel who work in eSchool
must change the meal status of the student to “04” if the 
student’s status changes.  All extended eligibility students are to 
be coded as “04” and entered into the meal status window.

• Information will be updated throughout the year.  The 
number of directly certified students will be reported in 
the Cycle 2 report to ADE, in the verification reporting 
to CNU, and in the Identified Student Population report 
on April 15.



POINT OF SERVICE

• All students that are free including directly certified, 

categorical listed and free by application are marked free 

“01” in the Point of Service (POS) Software 

• Reduced students are “02” in the POS System.

• Paid students are “03” in the POS System.

• Side note: Your software may have different codes 

for the free, reduced, and paid eligibility statuses. 



SPECIAL PROVISION SCHOOLS

• Schools choosing to participate in one of USDA’s special provisions must keep 
students coded correctly in eSchool.

• Community Eligibility Provision (CEP) – students coded “04” (directly certified) or “01” 
and appear on a categorical list are reported to CNU on April 15 in the Identified Student 
Population (ISP) report.

• Schools wishing to participate in CEP use the reported information to determine the 
district’s identified student population.

• If CEP is implemented, students are coded “01” or “04” in eSchool.  

• Students are all coded “01” in the POS system.

• Provision 2 (P2) – students are coded based on their applications in the base year.

• Data (meal applications, DC and categorical lists) is collected throughout the base year.

• Non-base year:  All directly certified students are counted by categorical  percentages.

• Maintain accurate up-to-date coding of all students during non-base years.  All students 
will be “01” or “04”.  In the POS system all students will be “01”.



WHAT DOES THE DISTRICT 
NEED TO DO?

• Enter and maintain good data.

• eSchool student data must be complete

• Social Security Numbers

• Date of Birth

• Address

• Students name as it appears on the birth certificate.

• Update information in eSchool – address changes, etc.

• Access matches



DID YOU ACCESS?

• Access Reports are ran at CNU after each match.

• CNU staff member will inform the district and charter area 

specialists’ if they have not accessed the portal quarterly.

• If you do not access the portal 3 times in the school year, it will 

be noted on your Administrative Review.



NEED MORE INFORMATION?

• Contact:

Arkansas Department of Education

Division of Elementary and Secondary Education

Child Nutrition Unit

501-324-9502


